ﬁAﬁSIS

Transaction Steps ASC_HCM_HRBN_BPP_FamilyStatusChange

Purpose

Use this procedure to create and add a dependent to an employee's current health plan.
Prerequisites

o Employee is currently enrolled into a health and/or life plan.
e The Fringe Benefits Management Company (FBMC) requires an approved Family Status
Change request before a change is made to an employee's health plan deductions.

Menu Path
Use the following menu path(s) to begin the transactions:

e PA30 - Human Resources 9 Personnel Management  Administration  HR Master Data
< PA30-Maintain

o HRBENO0001 - Human Resources & Personnel Management § Benefits
< HRBENOO0O01-Enrollment

Transaction Code
PA30/HRBENOOO1
Tips and Tricks

¢ Create Family Member/Dependent record (IT0021) with the start date which must be the
1st day of the month the coverage is be effective.

e The Adjustment Reason - Family Status Change (IT0378) is automatically created after a
Family Member/Dependent record (IT0O021) is created.

e To view the Family Status Change (IT0378) adjustment reason, select IT0378 and the display
icon. The start date is the same date as the Family Member/Dependent record (IT0021) start
date.

o |f the employee has proof of other dependents not previously covered, they may also be
added to their benefit plan.
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Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access AASIS MENU

=
Menu Edit Favorites Extras System Help

g B AEH Cee DHR DDho0 BE @M
SAP Easy Access AASIS MENU

o=l EEIEE

CJ Favorites.
< 3 SAP menu;
b (3 office
b (3 Logistics
b (3 Accounting
P (3 Human Resources
b (3 Information Systems
D (3 Special Transactions & Reports (State of Arkansas)
b (3 Tools

I | SESSION_MANAGER B3| sapetr [ INS |

2. Asrequired, complete/review the following fields:

Field R/O/C Description

Command Field Required Enter Maintain HR Master Data transaction.
Example:
PA30

7/9/2010 ASC_HCM_HRBN_BPP_FamilyStatusChange.udc 2/20



B/ ASIS

Transaction Steps

ASC_HCM_HRBN_BPP_FamilyStatusCha

nge

Maintain HR Master Data

=

HR master data Edit Goto Extras Utilities Settings System Help

g 1 AEH Qe LHE Do BE @M

E]w

Maintain HR Master Data

D)z |@kz 8]

Personnel no.

Adtl. Employee Data  Employment Issues  Career Management i ETIr 1S

Infotype text

General Benefits Information
Family Member/Dependents
Adjustment Reasons

Health Plans

Insurance Plans

Savings Plans
Miscellaneous Plans
Flexible Spending Accounts
Benefits Medical Information

N I

EIl]
=

Period
@ Period
From

OFrom cur.date
OTo Current Date
O Current Period

(= Choose

To

O Curr.week

O Current month
O Last week

O Last month
O Current Year

Direct selection
Infotype

[ U [ Pa30 B sapetr [INS | [ 7
3. Asrequired, complete/review the following fields:
Field R/O/C Description
Personnel no. Required Enter the employee's personnel number.
Example:
1146
4. . . .
Click to select the Family Member/Dependents infotype .
S. Click Create @]
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Subtypes for infotype "Family Member/Dependents™ (1) 15 Entries found

I[I?Subtypes for infotype "Family Member/Dependents” (1) 15 Entries found 3]

=

v E|6|E[8] 23]
STyp|Name |
1 Spouse
10  Divorced spouse
11 Father
12  Mother
13  Stepson
14 Stepdaughter
15  Newborn
2 Child
3 Court Appointed
4 Adopted Child
] Guardian
6 Stepchild
7 Emergency contact
8 Related persons
9 Other

15 Entries found I %

6. Click desired Family Member/Dependent. Example: Child

NOTE: For newborns, the subtype should be 'child'.
3

7. Click Copy ,Y__,f
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Create Family Member/Dependents

=
Infotype Edit Goto Extras System Help

il SAPS
V] 3 dH I COQICHE BDo8 @m
Create Family Member/Dependents
Personnel No 1148 Name Vanessa..| Status Active
EE group 1| Regular State Em_. Personnel ar | HL98 Department of Health
EE subgroup |UE|Employee SSN 999-18-2573
Start TD 12/31/9999
Member 2 Child o] Chidno 01
Personal data
Lastname Huxtable
Firstname & Initials
Title 2
Gender ®Female OMale
Birth date 4 Ref Pers.No.
SSN ~ Telephone number
Street Separation Date
Addr Line 2 Marital status
City/State
Zip/country
| Physician Challenge Status
Physician1 [ Disability [0 Student Indicator
ID Number Disability Date [JMedicare
Physician2 Learned [JSmoker
ID Number [ Military Service
[CJFin. Indep.

[ PA30 B sapetr [ INS |

8. Asrequired, complete/review the following fields:

Field R/O/C Description

Start Required Enter the 1st of the month in which the event
occurred.
Example:
06012010

First name Required Enter the first name of the employee's child.

Note: If the last name of the child is different

from the employee, delete and enter the correct
last name.

Example:
Rudy

Birth date Required Enter the dependent's date of birth.

Example:
06242010
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Field R/O/C Description
SSN Required

Enter the dependents social security number
(SSN).

If the SSN has not been provided, type in the
default numbers until the employee receives one
for the dependent.

e Default SSN for newborn: 888-and
the last six digits of the employee's
SSN.

e Default SSN for twin: 888-88-last fouf
digits of the employee's SSN.

NOTE: The correct dependent SSN must be
replaced as soon as it becomes available.

Example:
9 . O
.
Click Save .
Maintain HR Master Data
= [E]
HR master data_ Edit Goto Extras Utilities Settings System Help w
4 1 dEHICee CHE DL BE @B
Maintain HR Master Data
D)z |@kz 8]
Personnel no. 1146
Name Vanessa Huxtable
EE group 1| Regular State . Pers.area HL88 | Department of Health
EE subgroup UE | Employee Cost Center 627017 OFM BAAD100
Addtl. Employee Data , Employment Issues  Career Management fIZHI0) 1
Infotype text [E.1[ ] [ Period
General Benefits Information v [2]| ®Period
[Famliy Member/Dependents v & From To
| |Adjustment Reasons v OToday O Curm.week
| |Health Plans v OAll O Current month
| [Insurance Plans v OFrom curr.date O Last week
| |Savings Plans v OTo Current Date OlLast month
_M|Sce"aneous Plans O Current Period O Current Year
Flexible Spending Accounts & = Crooes
Benefits Medical Information [+
Direct selection
Infotype Family Member/Dependents STy
|& Record created 2 0| PA30 (& sapetr [INS | |

10.

Click Back & to return to previous screen.
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SAP Easy Access AASIS MENU

= FEEICAD
Menu Edit Favorites Extras System Help E. )

< NAH Caa DHE DDLa0 BE @@
SAP Easy Access AASIS MENU

o=l EEIEE

CJ Favorites.
< 3 SAP menu;
b (3 office
b (3 Logistics
b (3 Accounting
P (3 Human Resources
b (3 Information Systems
D (3 Special Transactions & Reports (State of Arkansas)
b (3 Tools

1| SESSION_MANAGER [8[ sapetr [INS [ |

11. As required, complete/review the following fields:

Field R/O/C Description
Command Field Required Enter the Enrollment transaction
Example:
HRBENOOO1
12. ., . n
Click Command Field text box .

13. Press "Enter".
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Enrollment

= g -
Enrollment Edit Goto System Help E]w

(V) A EH AR I EHE DL IRE @@=

Enrollment

Direct selection Selection set Enroll

Name on [08/30/2010

Personnel no.
Offer selection

ID number Get ofier | Printform |2 General Notice || Erorlist_|
Possible offers [Enrnllment period

® Select |

[Erl[@n)([@]a]

" Pers.No|Name |

K1 ) | ¥

LRI

1[Jl]

Offer

[

b [HRBEN00D1 B3| sapetr [INS [ [/

14. As required, complete/review the following fields:

Field

R/OIC

Description

Personnel no.

Required

Enter the employee's personnel number.

Example:
1146
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Enroliment

l:wEgrullmen( Edit Goto System Help & w

V] A ECeQ  CHEA IHDLHD AR @m

Enrollment

Direct selection Selection set Enroll

Name Vanessa Huxtable on [08/30/2010
Personnel no.
Offer selection
1D number [O Get offer ”Q Print form ”Q General Notice ” Error list |
Possible offers [Enrnllment period
‘@ Select | Family Status Change 06/01/2010 - 07/01/2010
Anytime changes 01/01/1800 - 12/31/9999 5
= ASP UC/UNC ONLY 01/01/1800 - 12/31/9999
(=] Ao &
" Pers.No|Name ] (R I 1[d0]

1146 Vanessa Huxtable

Offer -

K1) 3| — 1|

[ b [HRBEN00O1T P8 sapetr [INS [ ]

15. Click Change date .

Change Selection Date
I[I7 Change Selection Date

Selection date 06/30/2010

16. As required, complete/review the following fields:

Field R/O/C Description

Selection date Required The Change date should be the same date as the
Family Member/Dependent's effective date which
is the 1st day of the month the event occurred

Example:
06012010

17. Click Continue .
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Enroliment
= [F]
Enrollment Edit Goto System Help
g A EH (AR CHE HDad R @m
Enrollment

Direct selection Enroll
Name Vanessa Huxtable ‘on 06/01 IZB1B‘ 2 Overview
Personnel no.
Offer selection
ID number [ | & cetofer |2 Printforn [3  General Notice | Error list_|
|Possible offers |Enroliment period
[® Select | Family Status Change 06/01/2010 - 07/01/2010
Anytime changes 01/01/1800 - 12/31/9999
[&[¥)(“~] @] [@[g] P IO 0 5%
"_Pers.Nn.lName | B I 1]
[ 1146 Vanessa Hudable
Offer
K1 ) | ¥

b [HRBEN00O1 B3| sapetr [INS [ [/

18.  pouble-click Possible offers text box \Family Status Change
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Enroliment
=
Enroliment Edit Goto System Help
(V8 A EH (AR CHE HDad R @m
Enrollment

Direct selection Enroll
Name Vanessa Huxtable ‘on ]35/31 12010 2 Overview
Personnelno. |
Offer selection
ID number [ (& cetofier |3 Printform [ General Notice | Error list_|
|Possible offers |Enroliment period
|Q Select | Farmily Status Change 06/01/2010 - 07/01/2010
\Anytime changes 01/01/1800 - 12/31/9999
|ASP UC/UNC ONLY 01/01/1800 - 12/31/9999
“I]‘ ‘ | Autamatic affer
[ Pers.No.[Name | B I 1[d0]

1146 Vanessa Huxtable

Family Status Change

@ Enoll [[@  Costs [£» Undo selection ”3”?'[3 Error List |
Plan [Status [ Validity period |Activity |
~ Medical
ARHealth-Health Advantage ASE a 06/01/2010 - 12/31/9999
ARHealth HD PPO-NovaSys ASE 06/01/2010 - 12/31/9999
ARHealth - NovaSys ASE 06/01/2010 - 12/31/9999
<~ Basic Life
MN Basic Life and AD&D ASE =] 06/01/2010 - 12/31/9999
< Dependent Life
MN Dependent Life Post Tax 06/01/2010 - 12/31/9999
~ Opt Life Pretax
MN Opt EE Life Pre-Tax ASE 06/01/2010 - 12/31/9999
'~ Opt Life Postax
MN Opt EE Life PostTax ASE/G&F 06/01/2010 - 12/31/9999
v 457
457 Citistreet 06/01/2010 - 12/31/9999
~ Dependent Care
Flex Depend. Spending Acct 06/01/2010 - 12/31/9999
¥ Medical Care
Flex Medical Spending Acct 06/01/2010 - 12/31/9999
D) IR

{12 A— | 1

[ b [HRBEN00O1 B3| sapetr [INS [ [/

19. Select the health plan into which the employee is currently enrolled.

The employee's health plan will have a green box as the status to indicate enroliment. A pop-
g up box will appear for the chosen plan.
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Maintain Health Plan

I@ Maintain Health Plan

Pers.No. 1146| Vanessa Huxtable
Plan ARHealth-Health Advantage ASE |
Start 06/01/2010| - |12/31/9999|

[C] Stop participation in period

Dependents

Plan options

Health Plan Opt | OPT1 Standard ASE 1 3
Dependent Cover |EE1 Employee Only 1 al
Costs USD Monthly

EE pre-tax ] 95.78

Employer ] 0.00)|

@ econ |

20. gelect Dependents tab ¢ Dependents
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Maintain Health Plan

III? Maintain Health Plan

Pers.No. 1146| Vanessa Huxtable
Plan ARHealth-Health Advantage ASE |
Start 06/01/2010| - |12/31/9999|

[C] Stop participation in period

Dependents

(][] N B

Select. IName |Type of dep./ben.
(| Rudy Huxtable Child

(D]l I [« ]

& E

@ econ |

21. Click check box’ O to select the dependent.

22. Select Option tabm.
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I[I7 Maintain Health Plan

Pers.No. 1146 Vanessa Huxtable
Plan ARHealth-Health Advantage ASE |
Start 06/01/2010| - |12/31/9999|

[[] Stop participation in period

Dependents

Plan options

Health Plan Opt | OPT1 Standard ASE 1 3
Dependent Cover |EE1 Employee Only 1 al
Costs USD Monthly

EE pre-tax ] 95.78

Employer ] 0.00)|

@ econ |

23. Click Dependent Cover drop-down to select the correct coverage.
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Maintain Health Plan

I@Maintain Health Plan
Pers.No. 1146 Vanessa Huxtable
Plan ARHealth-Health Advantage ASE |

Start 06/01/2010| - |12/31/9999|

[C] Stop participation in period

Plan options
Health Plan Opt |0PT1 Standard ASE 1 El[
Dependent Cover EE1 Employee Only 1 2

EE1 Employee Only 1

Costs USD Monthly
EE pre-tax ] 95.78

Employer ] 0.00)|

@ econ |

24. Select the appropriate dependent coverage based on enrolled employee/dependents.

25. Click Accept .
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Enrollment
=
Enrollment Edit Goto System Help
< | A ECeQ  CHEA IHDLHD AR @m
Enroliment

Direct selection Enroll
Name [Vanessa Huxtable lon  [08/01 12010\@ [ Ovenview
Personnel no.
Offer selection
1D number | | {)  Get offer IIQ Print form || D) General Notice || ?  Eror list I
Possible offers |Enroliment period
|Q Select | Farmily Status Change 106/01/2010 - 07/01/2010
Anytime changes 01/01/1800 - 12/31/9999 £
ASP UC/UNC ONLY 01/01/1800 - 12/31/9999
| | ol
" _PersNo.Name ] | G0 I (][]
[ 1146 Vanessa Hudable |
Family Status Change
@ Enoll [[@  Costs [£» Undo selection I]%”ﬁl IQ Error List |
Plan [Status [ Validity period |Activity |
~ Medical
ARHealth-Health Advantage ASE a 06/01/2010 - 12/31/3999 ¢/
ARHealth HD PPO-NovaSys ASE 06/01/2010 - 12/31/9999
ARHealth - NovaSys ASE 06/01/2010 - 12/31/9999
<~ Basic Life
MN Basic Life and AD&D ASE =] 06/01/2010 - 12/31/9999
< Dependent Life
MN Dependent Life Post Tax 06/01/2010 - 12/31/9999
~ Opt Life Pretax
MN Opt EE Life Pre-Tax ASE 06/01/2010 - 12/31/9999
~ Opt Life Postax
MN Opt EE Life PostTax ASE/G&F 06/01/2010 - 12/31/9999
v 457
457 Citistreet 06/01/2010 - 12/31/9999
~ Dependent Care
Flex Depend. Spending Acct 06/01/2010 - 12/31/9999
< Medical Care
Flex Medical Spending Acct 06/01/2010 - 12/31/9999
D) IR
K1 ) | ¥

b [HRBEN00O1 B3| sapetr [INS [ [/

26. (jick Enronl @ Enroll
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Confirmation of Selected Actions

[ Confirmation of Selected Actions

&

A

Activity Plan From To
Change ARHealth-Health Advantage ASE 06/01/2010 12/31/9999

(0] I (<10

27. Click Enroll to complete the process.

Desktop

lE? Enrollment =

o Enroliment completed successfully:

Continue || &3 Confirmation
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28. Click Continue to complete the process.

The Confirmation letter may be printed for the employee to view by clicking Confirmation.
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Employee should receive a copy of their Confirmation letter within 30 days of enroliment to ensure all
plans are correct.

To print Confirmation letter displaying the employee's catch-up amounts for health and/or life plans, go to
transaction HRBEN0015.
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You have successfully completed a Family Status Change.
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